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MEBBS *”* ? 3BB* Actxn gCTwgBT. i juu 1955 - 31 tiaBBB ic >s 


fhe ihuaagaaint Staff administers the Ayecy'g Hnneiii —at fsmmwm* «#* 
Meow** pleat, program*, policies, ead procedure# da#!^ 
to improve aamgsaeat end efficiency t h ro ughou t the Agent / 1 m A raeicris 
tvpropriett support eud advice related thereto. The fa&lowlag five etef f 
components comprise the organisational etnsctart of the httpeot ?taff i 

*• O ra s ai ta t lo n eg* ^^lodg Sta ff 

JfL *“* ^l*** 0 *® staff •»■**»# organisational #tn»:ta>t ( 
fPjS 4 ** •* Procedure#, together with the requisite staff!** 
noed * •° 4 tutalte findings #ud roco anen d atloBB to the W/B cr h«d» of 
cagoBsatt. 


professional sad | C lerical perform thJU, 


Aa OUI Staff of 
function, 

tceca&UBwm? anus mt mm auur of n 56 m m waammt 

*• Beviev, Analysis and Frocaaeinfl 


OS2 


'0 change# 
ChU Staff, 


processed during the first half of FI 
Inclu d e d in this 


cbang## repreWtiag proposal# which recalved extensive rirvjev, 
aaalpal# nd study. Ibr mr—ple , this staff participated it He? 
raor^laaUen offtve major S^jrtaff. «* S^S toro»vS< 
^prMdaately [ [position#, Qf/lj i««xtti ware process eg 

^ * f ** *956 by th* 0 Ut Siam (DO/s S DD/J 
Area#;, including reorganization of four division* gad the 
establishment of oat new division* 

b. iBMSB>gt Studie s 


be 


«f»e««it etudle# were coepleted durlog this pa: Hoe 
la the m/P Area. IbAjoa tlru of thiaf type of study ia the 

Jcosrte between Ifeshiagta,, 1 , 


Tf 1 ! _ _ l ^c fl emen datlc i e adopted r*£ult 

to W1 — ^ Tl » Agwwy of over $196,000 per year thrcogi 

fS’iJJ!* 10 *!?**, 1 * «*»»otal transportation, per li«* and 

4art»s thi. jarlud 

la«je tao ar^a, Kyi sad W/&. mt studies, which were usiaUy 
conducted in collaboration with operating personam, have results*? 
ia operating economies ml organisational ead procedural iasao^e- 
cents, of which a fwr illustrations are a# follows: 
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tap of Special Seglsttta') 0 ®» crgofeissaticsa^ teMiai 
ebollelseent of too sections . 

fg\ Hstablishueat of production. control and. laprovad proced-uss 
W iTSrSSuat nStToi, nUBtatlng a two-*mth backlog 
with one lass •nplos'ee. 

( 3 ) Reduction of warcadaately 85 ° wcrtlne hen* 1 * 

VJ ' . kl .\ 4k. L Office 


(costing $?60 far aoath) in the 


CM 


1 Office oi the 
Comptroller, to® to fuacttoool «n& procodarol almcet** 

Work s alif ication, lnprered procedure®, aw* revised, %c*k 
eebndulas ia th* Bla®e*la*tlan and C octroi Branch* 0G1* p*r~ 
dtte4 traaafnr of two slots m& eliainatlon of ©vcrtlts 
eorttag apyreni nat e l y $6,000 per year. 


( 5 ) Standardisation of stapllttad 
la 081, alldBatlng hading end 
deliveries. 

2* Baalaaa® SScMnaa Service Staff 


docunent h a ndlin g preeedirw* 
averting, and speeding ap 


Chief of the Bealses® Hwhlnee Service acts on an Ageaey-wide **i* m 

adviser on tin explication ad u t i l f ca tio n of imataea* can ***»* 
act related eauixwcnti acKrovea puroha®e or laaae of new a plpwtJ 208> 
duets re s ear ch la relation to new Mahlnaa, 
and nates recossssaSatlona Rising tberefr*. 


officers oc thin staff. 


exakplbb or tetmnssmm b mxm rm period x set 1955 **w J : - ******* 
1955 ASS AS routes 


a. 


Directed tte Initial installation of IBS epdjcent and ne* nrritar* 
to service -tea Record® Integration Division, Iteel m Hatolligscee 
Staff operational needs. Wfcaa thl® installation la in lull opera- 
tien. it la erfciaated that I _ | ®nployees with an aaasnl eal*ry «f 


jwlll be cade estailabSsftr otter a a aigi c a nt s 1® tte Agtnc i* 


b. Surveyed Agaaoy laauraore sal dale s procedure®! reccwsete® t a*^- 

se of tha use of Hatton al Cash Register e<ji Ipaei t 
saving of two clerical paalH oc e and additional 


with a 
eysten benefit®. 

Devised tentative procedure® ftor nechanlcl n g the pveparntic a m* 
aalatenance of peraoanal record®. Set up pilot inartallatlca in 
Personnel Branch, Iter Beat Division. It la anticipated that these 
procedures will be adepted Agency-wide resulttng la greater epet d 
sad econony in processing personnel actions. 
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HALF OF THE COTBEHT FISCAL tm I. 
ACCOMPLISHED BYl 


THESE SAYIHQ8 AID BBKSfTPB mm 


a* Transferring over 3,000 cubic fset of inactive records to tfw 
Records Center. Tbis velaae is equivalent to flour drsttr, 
legal sin safe cabinets with a larssen* rspl acw a iat value or* 
$123,716. (Ae of 31 December ig?5# ttere sere 21,723 cubic feet 
of Records Center hoMlogs, equivalent to 2,715 safte cablas* wish 
a replacement value of $616,255.) 

b. Completing records disposition surveys covering 2*, 383 cubit feet 
of records la four Major offices. 

s. Loproviag correspondence practices through the increased use of 
fora and patters correspondence end labor saving materials each 
ae one-tim -carbon preaaseablad tissue sets (iatterex). 
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A. Xar talllng reports mssmgmmaA. progrsas la tbs f®/# »* m f x **•*' 

e. iaaly slag 681 eariLstiag Kid pro posed fe n* f qg es^a tialtty, fum - 
tional uses, foraats, tm 1 requireasht# f<w reprints. 

f, Installing isgrered filing la fa«r office* • 

g« Developing wbetales for tt» selsctiro and deposit of 
Materials. 

&. Conducting survey* to Saw*** 1 * r * efi *' a * *y*ts»* to fiv ® offices. 

1 gariee lBg *»a»*ti of !• the t®/® •** 

tSWbotMlas, ^ie* mated la a set ****•« of 
H.,565 e%. ft. X*ca the total reqM**tad. 

ffvfyulatlons 0 patrol Staf f 

T** **f*l**to m Con tra ! staff i» S^mJice tid 

tmmxTMl asswelessseat of pro p osed regulatory iltxw^ , "* 

witting, (8) perforates the eotsrdJ.a*ftlfin of proposed regul atory *** !"* * 
/«\ rim rwinmillr r aBa*£neBfca* ravisleei or reeoiestea* °f t^aey regiin- 
Sry^SSriSr^) supervising the disteittrtten of regulatory 
«a& {5) aadntetnlng official raecrds of ths eoordteatic* soft withoa 1- 

cetltm. 


[ 


leaaigy eaa are offiam la this staff work; I paplfryeos *r» 

- 1 .' ■'1 : a. J-1 _,«JI -»«+4a4 


engaged la secretarial and clerical duties. 

Tiffi last six mmsm op 1955 sav mt mumm K»im» 

.. OntU of rogaUtor/ My <*> *» *^Ti. < t ^5 STS ». 
regulatory systaa) providing for tbs wwlsl aa or * 

CoafidsBtial Heads tfegulatlons <«*c#ft far three subparagraph* j 
have been received. 

t>. fifty-six notices of the obsolete ssrte* affecting tfce offices© 
personnel sad Security have been rescteSeft* 

* a 1 nfiiirtir of all rsatlatery tea aa a ces was patoJiKiad. At the 

ease tine 232 new proposa ls for regulatory issuances ware recei zed 
aad IX* sere put cut for Agency coordination. The dlserpoacy oe- 
tssea these two figures represents tbs «*fcer of proposals vbica 
were still under discussion before being put Into stage far Ajpscy 
coordination. 

4. It8 regulatory issuances were printed sad dtetrihataci daring tfcs 
final half of 1955. 


— 4- 
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5- XggwUye Awards staff 

The Ine«mtlre Awurds Staff ia reepoastble far *1 of ',ha 

^p»y teyiw Awu<<to Prouraa under broad policy and procedural gau. 
£** **» ** Agaaoy M«da Ca^tETJbatoi by^ hSI? 

Staff* Tb& Program la aatafeU ihrfl la ocagslin®*^ «-**?« 
flnrnHM*n( O flor—t’ Imetmtir* taM jtet for the ^Srpo»«^or s^rorti* 

iss sissss^tssf 1 "* re,o, * itioB **> 

«tZHw****,lzZN**»*«*i». 


aadl^^olarieala. 

Ascc^Lfsassifib fsit isi wmim JQtx swo 

*• ^?«ylor Perforaaaa* Award s 

Dwlas thla period, saves forfbrmm 
total of $3#*QG granted in east 
taar of tltese safaris la Oetober. 
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b. 


J38giaw« 1955 ABE AS F01XHP-I 


«*rda were approved irith * 
l " I>lrectar present'd 


ggl *y»* ftsiwticM 


la prooaes was induced fraa n*a liS> * r ™ 1 'X I 

saA^ wre app roved for cash aaards tartan^ 
a» an cao avggMtfa* t© engine am eodlmr *«? 

mm mil'* « _ Ur 1 . 
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